
OFFICE O F T H I  SECRETARY OF -ATE 
DEPARTMENT OF ARCHIVES AND HISTORY 

RECORDS MANAGEMENT DIVISION 
APPLICATION FOR RECORDS RETENTION SCHEDULE 

I'NSTRUCTIONS: See Publication No. 76-RM-1 for instructions on completing this form. Forward signed original to 
Department of Archivcs and History, Records Management Division. 330 Capitol Avenue, Atlanta, Georgia. 30334. 
Attuntion: Scheduling Section. 

CW AGENCY US8 1. Agency Address FOR RECORDS MANAGEMENT USE 
WintiM W e  Georgia Department of Human Resources Application Number 

I 

J u l y  19, 1976 Divis ion  of Mental Health & Mental - 
ionlieation Nu- - DHR-111 A t l an ta ,  Georgia 30334 JUL 2 0 1976 IAUG i 0 1976 

Tokohone Number L Pnrondobntacf Working T i e  

' Retarda t ion  - Subport ive Living-Unit  h'(e8z 7/ 0.a Gmpl.ted 
Room 534-H' - 47 T r i n i t y  Avenue, S .  E. 

Ms .  Linda E l l e r  Clerk/Typis t  111 656 -4908 

I. AdonRquested 
a. 
b. 

Enabitm Rawmian Scheduk; recard will cominw to accumulate. 
0 Dlsposr of present accumulation; no funher accumulation anticipated. * Amend Anolirati n No. 

L 0atQsofssri.r 
irliest Latest 

5. Ruordr S t i r  Titk (followed by tide used in office; if different) 

Support ive Living Client Placement Information Fi.les ., 1971 I t0  d a t e  - .  
t. Division a d  Ofti= Function What is the funnfon of ttm Division and tha Office in which t h i s  record series is created7 
The Divis ion  of  Mental Heal th  and Menta l -ge ta rda t ion  adminis te rs  t he  mental  hga l th ,  mental 

r e t a r d a t i o n  and o t h e r  developmental d i s a b i l i t i e s ,  drug abuse, alcoholism, and t r a i n i n g  and 
research  programs. 
admin i s t r a t ion  of t h e  S t a t e  mental h o s p i t a l s ,  r e h a b i l i t a t i o n  and r e t a r d a t i o n  centers .  

This  Div is ion  i s  a l s o  concerned wi th  community mental  hea l th ,  and t h e  

The Mental Health Sec t ion  personnel  have t h e  r e s p o n s i b i l i t y  t o  provide program guidance and 
d i r e c t i o n  t o  a l l  components of  a d u l t  mental  h e a l t h  programs i n  t h e  S t a t e .  

The Support ive Living Unit has  t h e  r e s p o n s i b i l i t y  t o  e s t a b l i s h  and promote semi-independent 
l i v i n g  arrangements ( i n  l i e u  of S t a t e  i n s t i t u t i o n s )  f o r  c l i e n t s  needing t h e  s e r v i c e s  of  
t h e  Div is ion  of Mental Health and Mental Retardat ion.  

. ,.. . .  .. . .,. ,;.. 
Documontsrelating to: plac ing ,  eva lua t ing ,  and te rmina t ing  c l i e n t s  through b r i e f  t r a n s i t i o n a l  

. -~ . .  . .  . .~- ... .. , I  - 
. .  l i v i n g  s e r v i c e s .  

- .  . .  .-... .. -~ . .. .. I I  

Indudad are: f&&i'.D@-Yl~~(4-75)  placement I n f o r ~ t i o n  - Supportive  living Unit)  which shows 
c1ient's"Game ;' s o c i a l  S e d r i t y  fmmber (or te'rnporary~ i d e n t  i f  ica't ion  number), . bi r t l ida te ,  
race ,  'sex;' r e l i g i o u s  preferenc-e,. arinual gross- income f o r  l a s t  y e a r  exc lus ive  of suppor- 
t i v e  l i v i n g  funds; type of placemenG'; 'county -of res idence ;  primary d i s a b i l i t y ;  t o t a l  
number of yea r s  and months of h o s p i t a l i z a t i o n ;  and last State  I n s t i t u t i o n  from which 
c l i e n t  re leased .  

~~ ~~ 

if , , . chronologica l ly  by date received. 

3. Monthly Rderenm Rare How often are records referred to which are: 

One to six months o i  5-10 ; Seven to twelve months old ; Thirteen to twenty-four months old 
twentv-five months and older . ? . -  - 

3. Annwl Ram of Accumulation of RIoDrds 
Lettw.rin d r a w s  L T m t - s i z e  drawers ; Shelves ; Other IwsuWJ - 

.- . .  



. . . . . . . .  .... - .. . .  . .  .......... 

. . . . . .  
7 . ~ -  . . . . . . .  

a. StatiLm d. Audlt period - years. 
b S t a m  of limitation wars. e. Administrative need d - x e a r ,  
c FederalInv ' years. f. Federal retention inmua.ons Y W S .  

Atmch copy QI excart of 1m.w regulations. Explain aUministrative need. . . . . . .  . .  
A copy of the Annual computer pf in~tout  wi l l 'be  placea i n  the- Director 's  SLbject.'Files; 
which a l e  scheduled f o r  permanent re tent ion i n  the S ta t e  Archives. 
This is .a  new procedure therefore . the .  p r in tout  copies a re  not availadle.  

. . . . . . . . . .  . .  .- .'. 
. . . . .  . . . .  ., . .. . . . .  . . . . .  

- 
.~ . 

~ .~ 
. -  . . .  

< .~ ~~.~ 

12 AppcPv#lDlspdtion Instructions in  this agencv recommendr,d'iat tho file r r i e s  be cut off a t  the ehd of each: 
~ . .  . . .  . . . .  . . . . .  . 2  .. I -  .~ .,- i . "~ - . 0 i l rndar  Year: .& Fiscai~Yetr; a Other ~ P O  R O ~ O W  then, . ~ 

. .  ~ , ~- . -  -~ ~. 
~~ . 

.. .. 
. .~ ~- . 

. .  
. . . . . .  

.:. ~ - - ~  - 
< .  , 
. .~ 

. .  ~. ~ . -  ~. ~. ~~ 

iear(s);ihen 
year(d;then ~- . . .  

' 0 Hold in theeurrrntfilesarea. ' .. month(s) '~ 

0 Transfer to local holding area; hold . .. . . . . .  .. . .  . .  . . .  .~ . . . .  .~ .~ ~yaar(r);then ~. I . ~~ 0 Tr8nsfer to State Rbrds Center; hold ., . a br&v: . ~, _ ,  

0 transfer to state Archives for permanent raen'tion.. 
kltothrr IsJ7eclw~ 

T _ .  . . ~ . %  ~ . 
i . ~ ~  ~ :~ 

. .  
, -  . 

~. 

: 

. . .  --Paper F i l e  (DMH-31) Cut off  f i l e  a t  end of f i s c a l  year,  then t ransfer  information t o  .. ~, 
~ . ----- 

punch caras. A f t e r  ver i fying accuracy of p u n c h c c d r d s , ' m ~ d e s t r o y  f i le : -  - ?  i . ~  ~ I - 

* 

* 

i - . r  

.~ 
Computer prLntout.File _ ?  

. .. . i ~. . . .  ~. 
~. . .  . ?r intout  (received quarterly and annually) . 

Quarterly ,- hold u n t i l  .annu 1. printout  i.s .rece~ived: then. destroy., - . . .~ ~~ ~ $tvi.io,, ~. . ,  
: 

. .  ~~' . .~ Annual ..~ ~~ ~ . .  - place one copy~inAD$rector's~ Subject F i l e s i ' ~ . .  ~ ' 

. place. one copy i n  Supportive Living Clcient Placement Subject. Fi1e.s; 
. .~ . .  . .~ ~~ . . . . . . . . .  . . . .  ........ 

- -  .~ 

hold all'other copies 6 months, then destroy. 

, 
fh.n instructions apply to all prior and future accumulations of the series. 

Date 
lecbmmendationa in ma- 
raph 12 are approved. 

A 

I - 


